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CHAPTER I 
Dn'RODUOTION 
Statanent of the Problem 
'J;'he purpose of this survey was to determine the extent of vocational 
guidance services available in the secretarial departments of junior colleges 
throughout the country with enrollments of between 100 and 1000 students. 
Analysis of the Problem 
The following subordinate problems were emphasized in this study: 
1. To determine the nature and organization of 
guidance services available to junior college students 
enrolled in the secretarial department 
2. To determine the provisions made by junior colleges 
in co-operation with secondary schools for pre-matriculation 
guidance 
3. To determine the policies and practices followed 
by junior colleges regarding the organization of vocational 
courses and the admittance of students to these courses 
4. To determine the procedures used in the counseling, 
placement, and follow-up of students in the secretarial 
program 
5. To study the problems which impede the institution 
of better guidance services for secretarial students 
Delimitation of the Problem 
This report was limited to a study of the vocational guidance services 
available to junior college students. The wri ter fully recognizes the 
importance of the educational, social, and physical phases of guidance, 
knowing that a good guidance program must help a student in every phase of 
his living. However, by studying one aspect of the guidance program a more 
comprehensive investigation could be made, and because of the great need for 
vocational guidance by secretarial students, the study was limited to the 
vocational phase. 
The report was fUrther limited to those junior colleges offering a 
secretarial course and having an enrollment of between 100 and 1000 students. 
Definition of Te:nns 1 
Junior College. An educational institution requiring for 
admission as a regular student 4 years of standard high school 
education or its equivalent; offers 2 years of work in standard 
college courses or their equivalent, two years of work in courses 
terminal in character and of collegiate grade and quality, or 
both such standard and terminal courses; does not confer the 
baccaulaureate degree. 
Private Junior ~ollege. A junior college, of which the 
control is vested in a board of control (commonly known as a 
board of trustees), a single person, or a number of persons 
not selected by public vote or appointed by public officials. 
Public Junior College. A junior college, of which the 
control is vested in a board of control (variously known as a 
board of regents, board of trustees, board of education, school 
board, etc.) elected by the voting public or appointed by the 
governor or other public official; usually includes the state 
type of junior college. 
Secretarial Training. Instruction and practice in the 
duties performed by secretaries, given at the secondary or 
college level. 
Guidance. A form of systematic assistance (aside from 
regular instruction) to pupils, students, or others to help 
them acquire knowledge and wisdom, free from compulsion or pre-
scription, and calculated to lead to self-direction. 
1 Dictionary .Q.! Education, Carter V. Good, Editor. McGraw-Hill Book 
Company, Inc., New York-London, 1945. 
2 
Vocational Counseling. Conferring with a person for the 
purpose of assisting him in problems connected with his choice 
of occupations, training for that occupation, obtaining employ-
ment, etcetera. 
Placement. Guidance with reference to seeking or accepting 
a position. 
Follow-up. A plan by which experiences or status of young 
people who have left school are investigated or surveyed either 
for the purpose of assisting t hem in further adjustment or for 
securing facts to improve the plan of guidance for those still 
in school. 
~ustifieation of the Problem 
In reply to a survey conducted by the American Association of ~unior 
Colleges, the majority of junior colleges throughout the country offering 
terminal education in business and secretarial studies indicated that their 
greatest problems were those related to personnel--guidance and placement 
being among them. Medsker says:l 
There is likely to be an over student demand for certain 
courses and under demand for other courses. The whole problem 
of helping students to know about the course which they most 
profitably should take is serious and difficult. Guidance 
activities in the junior college are increasing. It seems safe 
to believe more along this line will need to be done and what-
ever the organized system may be, business education in the 
junior college will need to assume considerable responsibility 
in connection with the program. 
The matter of placement is closely related to guidance. 
It is generally conceded that if the college is to train voca-
tionally, it must also assume some responsibility for placement. 
Whether this responsibility should be in the form of a placement 
officer in the college or whether it should be a plan of close 
eo-operation with the state employment service, or both, seems 
to be a problem of great importance to the junior colleges which 
offer vocational business education. 
1 Medsker, Leland I., ''Problems and Issues in Business Education in the 
~unior College," Seventh Yearbook, National Business Teachers Association, 
1941, p. 43. 
3 
These statements regarding junior college personnel problems indicate 
the need of a survey at this time to discover whether this problem has been 
recognized by the junior college and what procedures, if any, they have 
instituted to solve it. 
Organization into Chapters 
In Chapter I the nature and statement of the problem ~re given. 
Chapter II presents a review Of the important related li "';era.ture in the 
field. In Chapter III the procedures followed in this survey are specific-
ally described. Chapter IV reports the findings of the survey, and 
Chapter V presents a summary of the findings, the conclusions reached, 
and the recommendations made for better vocational guidance services 
for · secretarial students. 
4 
CHAPTER II 
REVIEJl OF RELATED LITERATURE 
Introduction 
The fUnction of the junior college is two-fold: (1) that of providing 
students with an opportunity to begin a curriculum which they will later 
finish in a senior college or university; and (2) the equally important 
f\mction of providing adequate training for the students who do not plan to 
continue their education. It is with this second group, the terminal junior 
college students, that the secretarial department would perhaps be most 
concerned. Indicating that the junior college is aware of the importance 
of vocational guidance programs, Eels states: 
Probably the most important factor in successful terminal 
education in the junior college is the effective :f'unctioning of 
guidance and personnel services. Information should be avail-
able regarding the general and specialized abilities of each 
student; also concerning the requiranents and opportunities in 
each of the semi-professional fields. Suitable methods should 
be available for getting this information to the student at the 
proper time. Definite organization should be provided for place-
ment of students after they have completed a specific terminal 
curriculum. There are many other desirable features, also, in 
an effective system of guidance, but those just mentioned con-
stitute the minimum essentials if terminal education in the 
junior college is to be really successful.l 
Definition of Vocational Guidance 
The ultimate objective of all good guidance work is to help a student 
discover himself and his place in society. According to Eels, good guidance 
should give information and counsel along four different lines, failure in 
any one of which may spell disaster and unhappiness for years to come. These 
four objectives are: 
Eels, Walter C., Present Status of .Tunior College Terminal ~ucation 
American Association o± Junior Colleges, Wasn~ngton, 0. C., 19 , p. 123 
Vocationalt To furnish information about himself and about 
vocations which will enable him more intelligently to make a 
choice of a life work for which he is fitted and in which he will 
be successful and happy. 
Educational: Tb assist him in the correct choice of courses 
in the junior college, with due regard to immediate value in 
securing a well-balanced education and to future training which 
he may undertake in sane more advanced institution. 
Social: To further desirable types of social choices, adjust-
ments, and attitudes; to stimulate effective leadership, democratic 
participation, and wholesome standards in social organizations, 
athletics, and other activities. 
Physical: To assist him in the necessary physical adjust-
mente to secure a.nd maintain good health.l 
As previously stated, this study wa.s limited to the vocational phase of 
guidance because of its particular importance to secretarial students. 
The National Vocational Guidance Association has adopted the following 
official definition of vocational guidance: 
Vocational guidance is the process of assisting the 
individual to choose an occupation, prepare for it, enter upon 
it, a.nd progress in it. It is concerned primarily with helping 
individuals make decisions and choices involved in planning a. 
future and building a career--decisions and choices necessa ry 
in effecting a satisfactory vocational a.djustment. 2 
'llle following definition of vocational guidance has been given by 
Nichols: 
Vocational guidance is not a single act or a short series 
of acts performed by some individual member of an educational 
staff by whatever name. It is a continuing process-partici-
pated in by many people and agencies--which has for its object-
ive helping boys a.nd girls, men and women, too, in their efforts 
to adjust themselves to the demands and opportunities of a 
dynamic economic system, and to make such occupational readjustments 
1 
Eels, Walter C., ~ .Tunior College, Houghton Mifflin Company, 
Cambridge, 1931, pp. 318-319. 
2 
Forrester, Gertrude, "Vocational Guidance Through Business Education, 11 
American Business Fducation Yearbook, Volume I, 1944, p. 133. 
6 
as may be necessary from time to time in an economic world 
where order and chaos seem destiied to chase each other around 
a more or less inevitable cycle. 
Need for Vocational Guidance 
In a study of business education in 281 private and public junior 
2 
colleges, Nunamaker reported in 1940 that the heaviest enrollments in the 
business department were in secretarial subjects. The statistics were as 
follows: 
Sub.iect 
Secretarial science 
Bookkeeping and accounting 
General business subjects 
Advertising, merchandising, 
marketing, and sales 
Filing and office machines 
Business training 
Advanced economies 
Business organization 
Miscellaneous subjects 
Public 
.Tunior 
Colleges 
ll, 959 
6,293 
4,464 
1,332 
1,114 
602 
394 
383 
79 
Private 
.Tunior 
Colleges 
9,232 
3,363 
2,404 
466 
418 
337 
462 
218 
22 
Beek3 in a study made in 1947 of 75 public and private junior colleges 
on the trends in semi-professional curriculum found that in spite of the 
addition of new curriculums general business and secretarial studies were 
still the most dominant offerings, and in 1948, a prediction was made in 
1 
Nichols, Frederic G., 11 Some Observations on Vocational Guidance in 
Commercial Education, 11 Ninth Yearbook, Eastern Commercial Teachers Associa-
tion, p. 23. 
2 Nunamaker, Beulah, "Business Education in the .Tunior College," .Tunior 
College .Tournal, October, 1941, p. 91. 
3Beck, .Tohn M. , "Trends in Semi-professional Curriculums, 11 .Tunior 
College .Tournal, March, 1948, p. 378. 
7 
the United States News and World Report that the high school enrollment 
in commercial studies that year would rise 56 per cent compared with 1946-
1 
1947--nearly three times the increase expected in any other subject field. 
The typical junior college enrollment will generally be made up of 
the following four groups& (1) secondary general or academic graduates 
who desire vocational business training; (2) secondary school business 
graduates who may need better training; (3) libe:ra.l. arts college graduates 
who desire secretarial training; and (4) employees already in business posi-
tiona who need further training for personal advancement. The junior college 
is in a most strategic position to meet the needs of these people. 
However, two questions arises First, are these heavy enrollments 
justified in the light of employment opportunities; and, second, do all 
these people possess the traits and capabilities which will give them some 
assurance of success in business. 
Business educators today need to study the employment trends in 
business in planning programs in the junior college. Instructors should be 
prepared to instruct in fields which offer the most employment to graduates 
and should be thoroughly versed in the aptitudes necessary for different 
business positions so they may recognize the individual differences of stu-
dents and better guide them into the work in which they will be most success-
ful. 
With regard to training students to meet employment trends, Nulty 
in her address before the Eastern Commercial Teachers Association in 1936 
said: 
1
united States News~ World Report, Washington, D. C., September 3, 
1948. 
8 
A seemingly inescapable conclusion from a study of trends 
in commercial occupations and of enrollment in commercial 
courses is that little or no attempt has been made to direct 
pupils into the courses that prepare for those commercial 
occupations for which there is the greatest demand, while on the 
other hand, little or no attempt has been made to keep the 
number of trainees in some of the commercial courses reduced 
to such a number as can be absorbed into the occupations for 
which they are preparing. 
Do not these trends in commercial occupations as well as 
the heterogeneity of the student population in commerciaJ. 
courses suggest the need of a fOund guidance program in the 
field of commercial education. 
Of course, the most effective guidance for any occupation can be given 
only by considering the personal and mental qualities involved in the sue-
cessful pursuit of an occupation. Therefore, it would be well to consider 
the following pertinent findings: According to a list of 96 occupations 
investigated by Fryer2, stenographers (and typists) rank twelfth in intel-
ligence, being exceeded only by engineers, clergymen, accountants, physi-
cians, teachers, chemists, draftsmen, Y.M.C.A. secretaries, dentists, and 
minor executives. In a follow-up study of commercial graduates in the 
city of Philadelphia, Pavan3 found that the median I.Q. of 230 successfully 
employed stenographers was 112.5 These studies would certainly indicate 
that successful stenographic students cannot be selected from the lower 
levels of mental ability. 
1Nulty, Catherine F., "President 1s Address, 11 Ninth Yearbook, Eastern 
Commercial Teachers Association, Philadelphia, 1936, pp. 9-10. 
2Fryer, D., "Occupational Intelligence Standards, 11 School and Society, 
September, 1922, pp. 275-276. 
3Pavan, Ann, "What Can Follow-up Studies Contribute to Business 
Education," J'ournal .Q1. Business Education, December, 1939, p. 10. 
9 
Neck has the following to say regarding the selection of commercial 
students: 
Efforts should be made to enlist a higher tYPe student 
in commercial work. The prevailing idea that a student who 
is too stupid for a.ea.demic studies should go into the commer-
cial course is wrong. Office managers do not want mediocre 
or stupid persons in business any more than do educators want 
them as teachers. Unless a pupil has traits and capabilities 
that give him at least some slight assurance of success in 
business, he should not be encouraged to spend his time and/ 
or his money in training for office work. 
After enrollment, students should receive vocational 
guidance and t heir courses should be arranged to train them 
to the best advantage. Girls who do not succeed in shorthand 
would do well on dictating machines. Those who are suited 
for neither may have talent for filing or a flair for clerical 
work •••• This process of 'cutting and trying' is exactly 
what happens after the student gets to work; it could be done 
during school days with more efficiency and less waste of 
time and effort for all concerned.1 
Nichols, commenting on the selection of commercial department students, 
writes as follows: 
No sound vocational training can be given for e:ny occupa-
tion without first making sure that a truly functioning .Program 
of guidance has assured to the teacher trainees who are poten-
tially able to handle the duties of the job for which the 
training is being offered. 
It is doubtful if any vocational department is as full of 
misfits (in a vocational training sense) as the commercial 
department. Girls who can neither spell, punctuate, syllabi-
cate, nor distinguish parts of speech monopolize the shorthand 
teacher's time, interfere with the training of capable girls, 
and deter others from enrolling in stenographic courses. 
Effective vocational guidance must be based on sound foundations. The 
average high school graduate today is immature and not ready to take a 
responsible position in an office. This is one of the basic factors 
1Nock, Harry W., "The Secretarial Field and the Youth Problem as the 
Employer Sees It," Thirteenth Yearbook, Eastern Commercial Teachers 
Association, 194o, p. 38. 
~ichols, £2.. ill·, p. 23 
1.0 
underlying the growth of the junior college in the country today. The 
responsibility of the junior college is to see that each student gets the 
most out of his education or he will lose faith in the future and the 
junior college. Confidence in it will be shaken if its graduates cannot 
find employment in the fields in which they are trained. 
In stressing the importance of counseling students in the choice of 
suitable vocations, Ward says: 
Whereas the requirements of the four-year college and 
the ebbing of time enable the college preparatory student to 
plot his course in a comparatively leisurely manner, the ter-
minal student must select his occupation when he first enters 
the junior college if he wishes to realize the greatest bene-
fits from his training opportunities . He must view his train-
ing as potentially his last formal education, not as a prepara-
tion for further training. He must consider his part-time work 
in relation to his life career, not merely as a. means of secur-
ing additional funds with which to finance his education •••• 
It is small wonder then that this maturatio~ must be accelerated 
by well-planned services for these students. 
Effective guidance practices call for selecting from among applicants 
those who seem most able to profit from secretarial instruction and who appear 
able to meet employment standards, and diverting other students to courses 
j__t 
training them for work in accounting, machines, filing, clerical work, etcetera., 
or perhaps a. field entirely outside of business. 
Types of Guidance 
Once the need for guidance has been established, the question arises, 
what types of guidance would prove most effective. According to Forrester, 
the following functions are inherent in the term vocational guidance: 
1 
Ward, Phoebe, Terminal Education !.!!. ~ J"unior College, Harper 
Brothers, New York, 1947, p. 102. 
1. Assemble information about occupations 
2. Impart information about occupations 
3. Assist individual.s to appraise their strengths and weaknesses 
4. Counsel with individuals 
5.. Place individ.Ue.ll!l in suitable jobs 1 6 Follow up workers wh;o have been placed 
Lounsbury, reporting for the Committee on Student Personnel Problems, 
states that the following types of vocational guidance are necessary for an 
effective personnel programs 
1. Provide such informative and self-directive services 
to high school pupils as will stimulate a well-considered choice 
of educational and vocational g ale. Pre-matriculation guidance 
and counseling is essential to meet the needs of individuals and 
of society. 
2. Provide entering students with appraisal services that 
help to identify interest-ability patterns and that bring these 
identified abilities and interests to bear on student choices, 
college curricula, and instructional methods. 
3. Gather and furnish to students, parents, and teachers 
accurate data on the immediate employment needs and discernable 
occupational trends. 
4. Provide individual counseling s ervices for helping 
students plan study programs, select occupational fields, utilize 
campus social experiences in strengthening personal qualities, 
and develop habits of rational methods of solving and adjusting 
problems. Effective student personnel services promote intelli-
gent self-direction and reduce the necessity of traditional 
authoritarian control. 
5. Provide supervised work experience, co-ordinated with 
school training for students entering employment in jobs demand-
ing experience prior to full employment. 
6. Maintain an effective placement service for part-time 
employment of enrolled students, and fUll-time employment for 
graduates and drop-outs. 
7. Maintain an effective follow-up of former students in 
their early jobs or further educational programs in order to 
help them make optimal adjustments and to discover information 
essential in the education and training of future students. 
1 . 
Forrester, Gertrude, "The Principles and Practices of Educational and 
Vocational Guidance," Occupations, May, 1937, pp. 772-773. 
1_2 
' 
8. Conduct such continuous instituted research a s will 
provide objective data for the evaluation and improvement of 
the student personnel program.l 
One of the most important features of the guidance program is counseling. 
In a sense, counseling is an inherent part of good classroom instruction, 
but beyond that it should be a part of a well-organized program of personnel 
services related to the student and his t erminal program. According to 
Snyder, the counselor "should be cognizant of the occupational outlets and 
trends, of all the available scientific prognostic techniques, and above 
2 
all, he should understand people." 
Many schools prefer to have their students counseled by a member of 
the department in which the student is enrolled, feeling that an instructor 
or a counselor familiar or experienced in the field in which the student 
is training can handle the student 1 s problems more soundly and realistically. 
According to Madciff, special guidance by instructors is needed by the 
following students: 
1. Superior student who is truly retarded because he is 
being forced to mark time while waiting for other students to 
catch up with him. He should be guided into special study so 
that his ability will be challenged. 
2. Inferior student who perhaps may be able to make the 
grade with some special help from the counselor-instructor. 
3. The student whose ambitions exceed his ability--the 
young l ady who desires to be a secretary or stenographer, but 
who has none of the abilities or aptitudes required. She 
needs guidance so that she will be using her ability where it 
counts.3 
1 
Lounsbury, J"ohn L., "Committee on Student Personnel Problems," 
J"unior College J"ournal, May, 1946, pp. 430-431. 
211Jels, Walter C. , Why J"unior Coli ege Terminal Education, American 
Association of J"unior Colleges, Washington, D. C., 1941, p. 266. 
3Madciff, IDnma I. , "The Instructor in the Guidance Program," J"unior 
College J"ournal, November, 1944, p. 726-728. 
1.3 
Review of Related Surveys 
Los Angeles City College in 1941 instituted a study for the purpose 
of developing aptitude testing programs for selected semi-professional 
curricula. As a basis for this project a survey was conducted of aptitude 
testing programs in use in the junior colleges of California. The secre-
tarial project was organized to develop a test battery which would consti-
tute a valid predictor of success in that field. The final examination 
scores in beginning shorthand were used as the measure in all correlations 
with the test scores. 
The first test battery included the Turse Shorthand Aptitude Test, 
the Cardall Primary Business Interest Tests, Michigan Vocabulary Profile 
Tests (Fbrm AM), Kuder Preference Record (Fbrm BM), and the American Council 
on Education Psychological Examination. The highest correlations with the 
shorthand examination scores were shown by the Turse Test (. 63), the Q 
score on the Psychological Examination (.56), and the Kuder Preference 
Record score of Literary Interests (.29). The multiple correlation score 
for t hese three variables was .67. 
The second test battery retained the AEC Psychological Examination, 
the Turse Shorthand Aptitude Test, and the Kuder Preference Record, and the 
inventory of (personality) factors G~4IN was added. The best predictors 
t his time were the AEC Q score (.48), Part IV (persuasive interests) of the 
Kuder Preference Record (-.34), the total score of the Turse Shorthand 
Aptitude Test (omitting Part I) (.48), and factors "M" (masculinity) and 
I (self-confidence) on the GAMIN inventory (.31 and .36 respectively). The 
multiple correlation coefficient was .63.1 
1 
Ward, ~· ~, p. 247-248. 
Martin conducted a study to find a satisfactory method of classifying 
students in the junior college secretarial department and to discover what 
is generally considered a proper standard of achievement at the end of the 
first and second year of stenography. QUestionnaires were sent to 125 
junior colleges throuShout the country and 56 replies were received from 
colleges in 31 states. 
The results showed that 23 colleges gave general ability tests to all 
students entering the college. The tests were not used as a deciding factor 
in granting advanced sta!lding to secretarial students, but rather as a 
factor in withholding it in some eases. 
The schools reported the following general ability tests given to 
freshmen& 
1. 
2. 
a: 
5· 6. 
7-
8. 
9. 
10. 
11. 
12. 
Otis Quick Scoring Mental Ability Test 
Iowa Placement Examination in Mathematics 
Iowa Placement Examination in English Training 
Nelson-Denny Reading Teat 
Strong Vocational Interest Teet 
American Council of Education Psychological Examination 
Co-operative English Test 
Barrett-Ryan English Test 
Iowa Silent Reading Test 
University of Missouri Vocational Interest Test 
Pribble McCrory English Usage Test 
Terman-i&cNemara 
Of the 56 schools responding, seven used special stenography aptitude 
testa for placement in secretarial courses: one used the Hoke Prognostic 
Test; two used the Turse Shorthand Aptitude Test; two used mathematics and 
English t ests of their own construction; and two used a spelling, arith-
metic, and penmanship test. Forty-six schools responded that they gave 
no special tests to stenography students. No generally used method was 
found for placing students in advanced standing. Speed tests for the 
purpose of classifying advanced students were given in 29 schools. 1 
1 
Martin, Louise I., "Selecting Junior College Business Students," 
Journal .2!. Business Education, April, 1948, p. 23. 
In a study made by Meinecke of placement and follow-up in the junior 
college, 255 schools responded to the study. Ten local, eight private, and 
one state school had placement services equivalent to one full-time position. 
Over 50 per cent of the placement functionaries listed did not have a defi-
ni te amount of time assigned to placement work, so it is to be assumed that 
these people carried on their placement duties as incidental to their other 
duties. Only two-fifths of the total group of institutions investigated 
1 
reported that they had any systematic method of placement and follow-up. 
The data indicates that much needs to be done along this line. 
Not too many studies have been made of vocational guidance services 
in the junior college, but the available studies indicate that a great deal 
more must be done before such programs on this level can be considered truly 
effective. 
1 Meinecke, Charlotte D., "Placement and Follow-up in J"unior Colleges, 11 
J"unior College J"ournal, October, 1948, pp. 59-67. 
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CHAPTER III 
MErHOO OF PROCEDURE 
Summary of Procedures Used in the Study 
In conducting this survey of the vocational guidance services offered 
in secretarial departments on the junior college level, the procedures 
listed below were followeds 
1. Literature and reports 1n the field of vocational 
guidance were reviewed to obtain background on the problem. 
2. A list of subordinate problems was then formulated 
to obtain a clearer picture of the major problem. 
3. A four-page 
purpose of obtaining 
ing junior colleges. 
and wrl tt en in final 
cheek list was constructed for the 
the guidance data from the participat-
The check list was tried out, revised, 
form. 
4. A letter of transmittal, explaining the purposes and 
importance of the survey, was prepared. 
5. Both the check list and the letter of transmittal 
were sent to 120 junior colleges throughout the country. 
6. A follow-up postal card was sent two weeks later 
to the schools failing to return the cheek list. 
1. The data from the check lists returned by the 
schools were tabulated and analyzed in an attempt to discover 
the extent to which junior colleges provided secretarial stu-
dents with guidance services. 
8. SUmmary, conclusions, and recommendations regarding 
junior college vocational guidance services were made, based 
on the findings of the survey. 
Explanation of Procedures 
Review 2! Related Literature. Preparatory to conducting this study 
a review of vocational guidance literature was made to discover the current 
thoughts and trends on the subject as it pertains to business students, 
particularly those in the secretarial field. Related research studies were 
also examined to discover the findings already obtained. Books, research 
reports, yearbooks, and periodical articles on vocational guidance for 
business students were reviewed. 
Formulation 2.! Subordinate Problems. From the background obtained in 
reviewing the related literature, a set of subordinate problems was formu-
lated to serve as a guide in constructing the check list which was to be sent 
to the parti-cipating junior colleges. The subordinate problems werel 
1. To determine the nature and organization of guidance 
services available to junior college students enrolled in the 
secretarial department 
2. To determine the provisions made by junior colleges 
in co-operation with secondary schools for pre-matriculation 
guidance 
3. To determine the policies and practices followed by 
junior colleges regarding the organization of vocational 
courses and the admittance of students to these courses 
4. To determine the procedures used in the counseling, 
placement, and follow-up of students in the secretarial 
program 
5. To study the problems which impede the institution 
of better guidance services for secretarial students 
Construction 2.! ~ Cheek ~. In constructing the instrument, the 
most probable answers to each question were listed in order to obtain more 
objective and easily tabulated data. The responses listed represented 
practices suggested by authorities in the field. At the end of each list 
a space was provided to allow the person answering the questionnaire to 
include practices carried on in his school but not included in the list. A 
copy of the cheek list has been included in the appendix. 
Revision 2! ~ Check ~. The check list was first submitted to 
several junior college secretarial instructors and then to graduate students 
majoring in business education to obtain their criticism and suggestions. 
1_8 
These people reviewed the check list in an effort to discover omitted items 
and those not clearly stated and to eliminate items not considered pertinent. 
The check list was revised, incorporating the constructive suggestions made. 
Ih!, Letter 2! Transmittal. A letter of transmittal we.s prepared to 
accompany each check list. The purposes and importance of the study were 
explained, and a summary o.f its results we.s promised to each participating 
school desiring it. The letter was addressed to the head of the secretarial 
department. 
Selection 2! ~unior Colleges. A complete list of junior colleges 
offering secretarial instruction was obtained from American ~unior Colleges 
1948. From this list we.s selected the 120 junior colleges with enrollments 
between 100 and 1000 students. The decision to limit the study to schools 
with enrollments of between 100 e.nd 1000 students was made because schools 
with enrollments of less than 100 students would probably offer only minimal, 
if any, guidance services, while the facilities of schools with enrollments 
over 1000 students were not comparable with the small or middle-sized schools. 
F'ollOW'""'!!R. f ~ Check ~. Two weeks e.f'ter the check list was sent 
( 
to the participating schools e. follow-up postal card we.s prepared e.nd mailed 
to the junior colleges which he.d not yet responded to the survey. Ten days 
after the follow-up cards we~e mailed out, the survey we.s closed. 
Tabulation of ~. All the check lists which were returned were eon-
sidered in one total group. In tabulating each check list the number of 
schools responding to each item in each question e.nd the number of responses 
made to each question by each school were determined. In many of the questions 
a respondent was able to cheek several practices carried on by his school. 
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Analzzation Q! ~~. The results of the tabulations were set up in 
charts with the number and par cent of schools responding to each item in 
each question. The range of responses to each question made by the partici-
pating schools was calculated from the frequency tabulation, and the mean 
number of items checked in each question in which more than on item could 
be checked was found. The mean and the range indicated how complete and 
how varied were the vocational guidance programs for secretarial students. 
SUmmarr, Conclusions, ~ Recommendations. The findings of the study 
were summarized, the conclusions concerning present vocational guidance 
services were drawn from the findings of the survey, and recommendations 
for better vocational guidance services were made. 
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CHAPTJ!lR IV 
REPORI' OF THID STUDY 
Introduction 
A four-page check list was sent to 120 junior colleges throughout 
the country offering stenographic or secretarial training and having an 
enrollment of between 100 and 1000 students. The questions in the cheek 
list were designed to find out the organization and nature of guidance 
services available to junior college students enrolled in the secretarial 
department; the practices and methode used in providing pre-matriculation 
guidance services; the policies and practices followed by junior colleges 
regarding the organization of vocational courses and the admittance of 
students to these courses; the counseling, placement, and follow-up ser-
vices provided for these students; and the problems impeding the provision 
of better vocational guidance services. 
Replies were received from 71, or 59 per cent, of the schools. The 
results of each question have been tabulated and the findings set up in 
tables showing the number and per cent of schools answering each item in 
the question. In each question where the respondent could check more than 
one item, the number and per cent of schools checking one or more items and 
the number and per cent of schools checking no items were recorded so that 
the number and per cent of schools offering each type of vocational guidance 
service might easily be determined. In these questions the mean number of 
items and the range of items cheeked by the schools were reported on the 
basis of the 71 schools responding to the survey, although in many cases 
the entire 71 schools did not answer the question. All percentages were 
adjusted to the nearest whole per cent. 
Schools ~ !!l ~ Study 
Returns According l2_ Enrollment !!l, ~ School. Table I shows the 
distribution of junior colleges used in the s-tudy according to enrollment 
in the college. 
TABLE I 
JUNIOR COLLl!)JES RETURNmG CHECK LIS'rS 
GROUPED BY TOTAL ENROLL.'n!lNT 
Enrollment in Number Per Cent 
.Junior College of Schools of Schools 
lQ0-249 29 41 
250-499 25 35 
500-749 g 11 
750-1000 9 13 
Total 71 100 
The enrollment in the junior colleges which replied to the 
questionna.ire ranged from exactly 100 to 1000 students. Seventy-six 
per cent of the schools had an enrollment under 5~0 students, 46 per cent 
between 250 and 750, and 24 per cent between 500 and 1000 students. 
Returns According ]2. Enrollment !!!. ~ Secretarial Department. '.rhe 
enrollment in the secretarial department of the junior colleges returning 
the check list ranged from 10 to 300. The distribution of school accord-
ing to enrollment in the secretarial department is shown in Table II 
Of the 71 schools responding to the questionnaire, 36, or 51 per cent, 
had fewer than 50 students in the secretarial department; 21, or 29 per cent 
had between 50 and 100 students; and 9, or 13 per e.ent, had more than 
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TABLE II 
JUNIOR COLLIDES RETURNING CHECK LISTS GROUPED BY 
EINROLI.MENT IN THE SECRETARIAL DEPARTMENT 
Enrollment in Number Per cent 
Secretarie.l Department of Schools of Schools 
1-24 16 23 
25-49 20 28 
50-74 13 18 
75-99 g 11 
Over 100 9 13 
Unknown 5 7 
Tote.l 71 100 
100 students. Five schools, or 7 per cent, did not answer the question 
relative to the number of students enrolled in the secretarial department. 
The :findings show that, although secretarial. science has been found to be 
one of the dOminant offerings in the junior college, the size of the 
secretarial department is relatively small. 
Organization of Guidance Services 
Two questions were inserted in the cheek list in an effort to 
discover how many junior colleges had organized vocational guidance pro-
grams and how many had full-time guidance counsellors. 'lhe responses to 
these questions indicated that the junior colleges have become aware of 
the importance of vocational guidance. 
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Schools Reporting Organized Guid.ance Departments. Fi:rty, or 71 per cent, 
of the schools replying to the questionnaire reported the existence of a 
planned program of vocational guidance. Eighteen, or 25 per cent, of the 
schools reported that no vocational guidance program had yet been estab-
lished, but of that number, five schools reported that a project was under 
way for next Fall. Three schools, or 4 per cent, did not answer the ques-
tion. Table III shows the distribution of response according to the enroll-
ment of the school. 
TABLE III 
SCHOOLS REPORTING ORGANIZED GUIDANCE PROGRAMS 
GROUPED BY ENROLLMENT IN THE SCHOOL 
Enrollment in 
Junior College 
100~249 
250-499 
500-749 
750-1000 
Schools responding to the question 
Schools not responding to the question 
Total 
Number 
of Schools 
Yes No 
15 
19 
7 
12 
5 
1 
9 0 
...l 
71 
Per cent 
of Schools 
Yes No 
21 17 
27 7 
10 1 
13 0 
100 
Of the 17 schools with an enrollment of over 500 students, 16 schools, 
or 94 per cent, reported the existence of a program of vocational guidance, 
while of the 54 schools falling within the lOQ-499 brackett, 34, or 63 per 
cent, of the schools reported organized guidance programs. 
24 
Although the guidance programs may not be as comprehensive as 
desirable, the fact that 70 per cent of the schools responding to the 
questio:r:maire reported the existence of a guidance program, plus the 
additional 7 per cent reported contemplating the institution of one 
next F.all, is evidence of the fact that the junior college is guidance 
' 
conscious and has recognized its responsibility in this area. 
Schools Reporting l!Ull-time Guidance Counselors. The existence of 
full-time guidance counselors was reported by 29, or 41 per cent, of the 
schools replying to the questionnaire. FOrty schools, or 56 per cent, did 
not have any full-time guidance counselors. Two schools, or ·3 per cent, 
did not answer the question. The findings have been summarized in 
Table IV. 
TABLE IV 
SCHOOLS REPORTING FULL-TIME GUIDANCE COUNSELORS 
GROuPED BY l!INROLLMENT IN THE SCHOOL 
Enrollment in School 
lOQ-249 
250-499 
500-749 
750-1000 
Number 
of Schools 
Yes No 
5 
13 
5 
6 
23 
11 
3 
3 
Schools responding to the question 69 
Schools not responding to the 
question 
Total schools responding to the 
survey 71 
Per Cent 
of Schools 
Yes No 
7 32 
18 16 
7 4 
9 4 
97 
...l 
100 
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The results showed that in about half of the schools, guidance 
duties are still incidental to the major duties of the staff mEIDbers. 
As indicated in Table IV, schools with enrollments under 250 bad the 
smallest percentage of full-time counselors. This fact was not sur-
prising as in schools with snall enrollment faculty members would be 
able to give students more individual attention, thereby perhaps 
alleviating the need of f'ull-time guidance counselors. 
Pre-matriculation Guidance 
!he schools were asked to report the types of vocational information, 
if any, which were provided by the junior college to secondary school 
students. 
Types 2tPre-matfigulation euirt§Pce §eryices Prgyided lwt ~School 
§tudents. Of the 71 respondents to the questionnaire, 68, or 96 per cent, 
replied to this question, each one stating that it offered at least one 
pre-matriculation guidance service. The number of different services pro-
vided for high school students ranged from one to nine, w1 th a mean of 4. 7. 
The size of the mean would indicate that most of the schools used a variety 
of methods in providing pre-matriculation guid8.nce services. Three schools 
reported that they used nine of the services mentioned in the check list, 
whi le five schools reported using only one service. 'lhe number and per cent 
of schools providing each service are shown in Table V and were as follows: 
The most common method of informing high school students of junior 
college offerings was through sending the college catalog to the high school, 
a service offered by 63, or 89 per cent, of the schools. Providing speaker s 
for high school assemblies ranked second with 49, or 69 per cent, of the 
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TABLE V 
PRB>-MATRICULATION GUIDANCE Sl!lRVIOES 
PROVIDED FOR HIGH SCHOOL STUDENTS 
Number 
Pre-matriculation Guidance Services of Schools 
Distribute college catalog -to high schools 63 
Provide speakers for high school assemblies 49 
Plan visi tillg days on cempus for high school 
students 37 
Provide speakers for career days 30 
Administer vocatione.l aptitude tests to 
high school students 26 
Provide speakers for parent-teacher groups 22 
Send high school teachers curriculum 
announcements 22 
Show vocatione.l guidance films in high schools 19 
Distribute guidance issue of college paper 
to high schools 15 
Provide high school occupations classes with 
bulletins on oecupationeJ. information 14 
Schools reporting one or more services 68 
Schools reporting no services ...1 
Total schools responding to survey 71 
Per Oent 
of Schools 
52 
42 
37 
31 
31 
27 
21 
20 
100 
Mean number of methods reported per school, based on 71 schools& 4.7 
Range: 1-9 
schools. Other methods for providing pre-matriculation guidance in the 
order of rank and the per cent of schools reporting each were: visiting 
days on campus for high school students, 52 per cent; providing speakers 
for career days, 42 per cent; administering voeationeJ. aptitude tests to 
high school students, 37 per cent; sending eurriculum axmouncements to 
high school teachers and providing speakers for parent~eacher groups, 
both 31 per cent. 
'Y"hA l'n1 i t'!i AA R.nrl 'Pl'"A~ti.nAA "'i'ollowec'l bv J"unior Oolle~Zee 
schools. Other methods for providing pre-matriculation guidance in the 
order of rank and the per cent of schools reporti:ng each were: visiting 
days on campus for high school students, 52 per cent; providing speakers 
for career days, 42 per cent; e.dminister1:ng vocational aptitude tests to 
high school students, 37 per cent; sending curriculum SllllOuncements to 
high school teachers and providing speakers for parent-1oeacher groups, 
both 3l per cent. 
The Policies and Practices Fbllowed by Junior Colleges 
Regarding the Organization of Vocational Courses 
and the Admittance of Students to these Courses 
In an effort to detennine what wa.s being done by the junior college 
in prognosticating student success in vocational business subjects, the 
schools were asked to report the vocational business subjects in which 
prognostic f actors were used to predict the students• probable success, 
the types of predictive factors used in these subjects, and the interest 
and/or aptitude teste used in the secretarial department. '!he schools 
were also asked to report how students were grouped in vocational classes, 
the basis for admission to special curricula, the policies followed with 
regard to the fe.ilure of students in vocational courses, the granting of 
advanced standing in vocational courses, and the types of guidance informa-
tion taught in secretarial training courses. 
Vocational Business Courses ~ fthich Predictive Factors ~ ~ ~ 
Guidi:pg Secretarial Students. The schools were asked to report what cr11ieria, 
if any, were used in guiding students who wished to take the vocational 
courses of shorthand, typewriting, bookkeeping, and office machines. The 
findi:ngs , listed in Table VI, have been summarized below: 
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TABLE VI 
CRITERIA USED TO GUIDE STUDENTS IN THE SELECTION 
OF VOCATIONAL BUSINESS COURSES 
' 
Criteria Shorthend Typewriting Bookkeeping 
No. , Rank No , Rank No. % 
I. Q. 19 27 2 11 16 4.5 18 25 
General scholastic average in 
high school 23 32 1 15 21 1 18 .25 
High school English marks 14 20 7 1 1 8.5 0 0 
High school foreign language marks 7 10 8 1 1 8.5 0 0 
High school arithmetic marks 0 0 3 4 7 9 13 
High school shorthand marks 17 24 4 0 0 0 0 
High school typewriting marks 0 0 14 20 2 0 0 
High school bookkeeping marks 0 0 0 0 16 23 
Entrance examinations 16 23 5 9 13 6 9 13 
Interest teste 15 21 6 11 16 4.5 14 20 
Aptitude tests 18 25 3 13 18 3 7 10 
Try-out course 5 7 9 0 0 0 0 
Schools reporting use of one or more 
46 65 54 42 criteria 38 59 
Schools reporting use of no criteria .s5. ...3.5. 3l .M. .5i ~ 
Total schools reeponcling to survey 71 100 71 100 71 100 
Mean no. of criteria reported per 
school, based on 71 schools 2.2 1,.3 1.4 
Range o-8 o-6 o-6 
Rank 
1.5 
1.5 
5·5 
3 
5·5 
4 
7 
Office Machines 
No. % Rank 
5 7 1 
3 4 3 
0 0 
0 0 
0 0 
0 0 
0 0 
2 3 4 
0 0 
4 6 2 
0 0 
0 0 
14 20 
51 _m 
71 100 
.21 
o-2 
l'; 
~ 
The results indicated that vocational shorthand was the subject for 
which the most predictive factors were used, with 65 per cent of the 
schools reporting the use of at least one criteria. The mean number of 
criteria used per school was 2.2, and the number of criteria used per 
school ranged from none to eight. 
The most common criteria used in guiding students wishing to take 
vocational shorthand and the per cent of schools reporting eaeh were: 
general scholastic average in high school, 32 per cent; I.Q., 27 per cent; 
aptitude tests, 25 per cent; high school shorthand marks, 24 per cent; and 
high school English marks, 20 per cent. Twenty-five schools, or 35 per cent, 
reported that no criteria were used in guiding students desiring to take a 
course in vocational shorthand. 
Bookkeeping ranked second in the use of predictive factors, 59 per cent 
of the schools reporting the use of one or more criteria in advising stu-
dents desiring to select a vocational bookkeeping course. The criteria 
reported most commonly used and the per cent of schools using each were: 
I. Q. and general scholastic average in high school, both 25 per cent; high 
school bookkeeping marks, 23 per cent; interest teats, 20 per cent; and 
high school arithmetic marks and entrance examination marks, both 13 per 
cent. All other criteria were used by 10 per cent or less of the schools 
reporting. The mean number of predictive factors used per school was 1.4, 
and the number of factors used per school ranged from none to six. Twenty-
nine schools, or 41 per cent, reported that no criteria were used in guiding 
students wishing to take a course in vocational bookkeeping. 
Vocational typewriting ra.Dked third in the use of predictive factors, 
54 per cent of the schools reporting the use of one or more criteria. Thirty-
three schools, or 46 per cent, reported the use of no criteria. The criteria 
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reported most commonly used and the per cent of schools reporting each 
weres general scholastic average in high school, 21 per cent; high school 
typewriting marks, 20 per cent; aptitude tests, 18 per cent; and interest 
tests and I.Q., both 16 per cent. 
Office machines ranked fourth in the use of predictive factors. 
i1fty-seven schools, or 80 per cent, reported the use of no criteria in 
guiding students desiring to take a course in office machines. The per-
centage of schools reporting the use of any criteria we.s negligible, each 
criteria listed being reported used by fewer than 10 per cent. 
Table VI also indicated that general scholastic average in high school 
and the I. Q. ranked high e.s predictive factors in shorthand, typewriting, 
and bookkeeping. Try-out courses ranked consistently low as e. predictive 
fa.ctor in shorthand, typewriting, and bookkeeping. Interest tests ranked 
high for shorthand and bookkeeping, while aptitude tests ranked high for 
shorthand and typewriti.:ng. High school vocational course marks ranked 
high as e. predictive factor for the same vocational course in the junior 
college. 
Interest ~Aptitude Tests Used Ju:.lli Secretarial Department. The 
schools were asked to report what interest and aptitude tests, if any, 
were used to predict success in vocational subjects. The results, tabulated 
in Table ·VII, indicated that the Kuder Preference Record ranked first, 
being reported used in 34, or 48 per cent, of the schools, followed by 
the Strong Vocational Interest Test, in 23 per cent; and the Minnesota Vooa 
tiona.l Test for OlericaJ. Workers, in 20 per cent. 'lhe To.rse Shorthand 
Aptitude Test ranked fourth, being reported used in 10 per cent of the 
schools. All other tests were used by fewer than 10 per cent of the schools. 
L 
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TABLE VII 
INTEREST AND APTITUDE TESTS 
ADMINISTERHJD BY THE SECRETARIAL Dl!lPARTMEm' 
Number Per Cent 
Tests of Schools of Schools 
Kuder Preference Record 34 48 
·Strong Vocatiollal Interest Test 16 23 
Minnesota Vocational Test for Clerical 
Workers 14 20 
Turse Shorthand Aptitude Test 7 10 
Hoke Prognostic Test 3 4 
Language Usue.ge--Differential Aptitude Test 3 4 
Bennett Stenographic Aptitude Test 2 3 
Shepherd EngliSh Test 2 3 
E. R. C. Stenographic Aptitude Test 1 1 
Detroit Clerical Aptitude Test 1 1 
Schools reporting the use of one or more 
tests 44 62 
Schools reporting the use of no tests gr l§. 
Total schools responding to survey 71 100 
Mean number of tests reported used per school, based on 71 schools: 
1. 4; range: 0-5 
32 
33 
Orrum' zation 2! Vocationnl Classes. A question was inserted in the 
questionnaire to determine whether students in vocational classes remained 
1n the same class for a full semester or whether they were shifted from 
class to class as progress warranted. An overwhelming majority, 66 schools, 
or 93 per cent, reported that students in vocational courses rana.ined in 
the same class for a. :f'ull semester. Four schools reported tha.t students 
in vocational classes were transferred a.s progress warranted. '!he results 
have been tabulated in Table VIII. 
TABLE VIII 
ORGANIZATION OF VOCATIONAL CLASSES 
Number Per Cent 
Organization o:r Schools of Schools 
Students rema.in in seme class for :f'ull 
semester 66 93 
students a.re tra.ns:terred as progress 
a.rrants 4 6 
Schools responding to the question 70 99 
Schools not responding to the question 1 1 
Total schools responding to the survey 71 100 
In many of the schools the enrollJDent in the secretarial department 
is ema.ll a.nd perhaps not more than one course in a. vocational subject is 
given during a single semester, which might account for the !a.ct that 
students were not homogeneously grouped according to progress in the sub-
ject. 
Basis for Admission ~ Soecie.l Curricula. 'Jhe schools were asked to 
report the policy followed in admitting students to special curricula, 
such as medical., legal, and executive secretarial courses. Thirty-three 
schools, or 47 per cent, reported that absolute freedom was allowed stu-
dents '-n choosing any secretarial curricula. '.three schools, or 4 per 
cent, reported that enrollment in epeciel. curricula was limited to place-
ment possibilities. Enrollment was based on probable success in the field 
in three schools, or 4 per eent; and enrollment in the medical secretarial 
course was limited to classroom and laboratory facilities in one school. 
The schools did not state what cr1 teria was used as a basis for judging 
probable success in the field. Forty-four per cent of the schools did 
not respond to the question. Of that number, 12 schools, or 17 per cent, 
stated that they did not offer these special. curricula. Perhaps that is 
the reason why some of the schools did not SJl.BWer the question, although 
such was not stated. The findings have been summarized in Table IX. 
TABLE IX 
BASIS FOR ADMISSION TO SPECIAL CURRICULA 
Basis 
Allowing students freedom in choosing 
any cuz:rieule. 
Limiting enrollment in each curricula to 
placement possibilities 
Basing enrollment on probable success in 
the field 
Limiting enrollment to classroom and 
laboratory facilities 
Schools reporting basis 
Schools reporting no basis 
Total. schools responding to survey 
Number 
of Schools 
33 
3 
3 
1 
Per Cent 
of Schools 
47 
4 
4 
1 
56 
44 
100 
34 
Policies Fbllowed with Regard to Students' Failure in Vocational 
Courses. llbrty five, or 63 per cent, of the schools reepon.diDg to this 
question reported that students failing a vocational subject may repeat 
the course. Eleven schools, or 16 per cent, reported that students fail-
1ng a vocational course were required to repeat the course; six sChools, 
or 9 per cent, refUsed to allow failing students to repeat the course. 
Twenty-nine schools, or 41 per cent, followed the policy of transferring 
the failing student to another curricu1um. Nineteen sChools, or 27 per 
cent, reported allowing the alternative of either permitting the student 
to repeat the course or allowing the student to transfer to another eurri-
culum. Three schools, or 4 per cent, did not respond to the question. 
The findings were SUDllarized in Table X. 
TABLE X 
POLICIES FOLLOWED wrrH REnARD TO 
STUDEm'S 1 FAILURE IN VOCATIONAL COURSES 
Policies 
Student may repeat course 
student transfers to another curriculum 
Student required to repeat course 
Student is dropped from the department 
Student not allowed to repeat course 
Student may make up course at summer school 
Schools reporting one or more policies 
Schools reporting no policy 
Total schools responding to survey 
Number 
of' Schools 
45 
29 
11 
6 
6 
1 
68 
3 
71 
Per cent 
of' Schools 
63 
41 
16 
9 
9 
1 
96 
4 
100 
Mean number of methods reported per school, based on 71 schOolsa 1.4 
Range: o-4 
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The results indicate that in 79 per cent of the schools studezrts were 
required or allowed to repeat a vocational course for which they proved 
no aptitude. This means that the poorer student was again tald.ng up the 
time of the shorthand teacher and thereby interfering with the training of 
potentially capable girls. The policy of transferring the student to 
another curriculum seems to be the one most likely to benefit the student, 
the secretarial. department, and ultimately the employer. 
Advanced Ste.ndine; !!! Vocational Oourees. An effort was made first to 
discover whether the schools granted advanced standing 1n vocational courses, 
and if yes, how this standing was determined. Sixty-two schools, or 87 per 
cent, responded to the question. Forty-two schools, or 59 per cent, 
reported that advanced standing was granted in vocational courses; and 
20 schools, or 27 per cent, reported that advanced standing was withheld. 
Nine schools, or 13 per cent, did not res'pond to the question. The findings 
have been summarized in '!able n. 
TABLIII XI 
POLIOilllS li'OLLOWBlD WITH lm!Atw TO THE GRAm'DD 
OF ADVANCED STANDING IN VOCATIONAL COURSES 
Policies 
Advanced standing granted in vocational courses 
Advanced standing withheld in vocational courses 
Schools responding to the question 
Schools not responding to the question 
Total schools responding to the survey 
Number 
of Schools 
42 
20 
62 
..i 
71 
Per cent 
of Schools 
59 
27 
87 
_u 
100 
36 
Basis !2!:, Granting Advanced standing. Of the 42 schools reporting 
the policy of gre.n~ing advanced standing in vocational courses, only 37 
reported how the standing was detennined. The three bases reported and 
the per cent of schools reporting each werel high school marks in the 
vocational subject, 24 per cent; placement tests, 17 per cent; and try-
out courses, 11 per cent. Fbrty-eight per cent of the schools did not 
respond to the question. The findings have been summarized in Table XII. 
TABLE III 
BASES :roR GRANTING ADVANCED STANDING 
IN VOCATIONAL COURSES 
Bases 
High school marks in vocational subject 
Placement tests 
Try-out course 
Schools reporting basis 
Schools reporting no basis 
Total schools responding to survey 
Number 
of Schools 
17 
12 
g 
37 
3!!. 
71 
Per Cent 
of Schools 
24 
17 
11 
52 
48 
-
100 
Guidapee Information Given ~ Secretarial Training Classes. A 
question was inserted in the cheek list to discover what guidance infonna-
tion was given in secretarial training courses in the following e.reass 
training in applying for and securing employment; training in courteous and 
eoopere.ti ve work habits; perso:na.li ty training; information about ini tiel. 
types of business positions; information about promotional opportunities 
in business. Sixty-seven schools, or 94 per cent, reported that tre.1n1ng 
3? 
was offered in at least one of the areas mentioned. The per eent of schools 
offering instruction in the areas listed have been Sl.liDIII8.rized in Table IIU 
and were as follows: training in applying for and securing employment, 
92 per cent; training in courteous and co-operative work habits, 77 per cent; 
persol:lali ty training, 69 per e ent; information about initial types of 
business positions, 66 per cent; and information about promotional oppor-
tunities in business, 49 per cent. The mean number of areas per school 
in which instruction was given, based on 71 schools, was 3.7, and the number 
of areas in which instruction was given ranged from none to five. Four 
schools, or 6 per cent, did not respond to the question. Twenty-eight 
schools, or 39 per cent, reported giving instruction in all five areas; 
and 55 schools, or 77 per cent, reported giving instruction in at least 
three areas. 
TABLE XIII 
TYPES OF GUIDANCE INFORMATION GIVEN 
IN SECREl'ARIAL TRAINING CLASSES 
Number Per Cent 
Types of Guidance Information of Schools of Schools 
Training in applying for and securing 
emplo)'IDent 65 92 
Training in courteous, eo-operative work habits 55 77 
Personality training 49 69 
Infonnation about initial types of business 
positions 47 66 
Information about promotional opportunities in 
business 35 49 
Schools reporting instruction in one or more areas 67 
Schools reporting instruction in no areas _! 
Total schools responding to survey 71 
94 
__€. 
100 
Qean number or areas in which iristruction is given, basad on /1 schools; 3.7 
Range: 0-5 
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Counseling 
In e.n effort to discover the counseling practices in ~he junior 
college secretarial departments, the schools were asked to report the 
functionaries responsible for counseling secretarial students and the 
situations under which counseling was given. 
Persons Responsible for lh§. Counseling 2.!. Secretarial Students. 
In schools not having full-time guidance counselors, the function of 
counseling could be performed by several different staff members of the 
college. A question was, therefore, inserted, designed to determine 
which staff member, or staff members, were responsible for counseling 
students in the following five situations& choice between business 
curricula, choice of electives, failure in school subjects, part-time 
student employment, graduate placement, and follow-up of students. The 
information has been tabulated in Table XIV. 
In counseling secretarial students in the choice between business 
curricula, the person most often reported as being responsible and the 
per cent of schools reporting each weres the guidance counselor, 38 per 
cent; the dean, 35 per cent; the head of the business department, 28 per 
cent; the head of the secretarial department, 23 per cent; the registrar, 
17 per cent; and the secretarial department instructor, 14 per cent. In 
99 per cent of the schools at least one individual was responsible for 
the counseling of students in this situation. 
In counseling students relative to the choice of electives, the 
person reported moat often as being responsible and the per cent of schools 
reporting each were& the guidance counselor, 31 per cent; the dean, 
28 per cent; the registrar, 23 per cent; the head of the secretarial 
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TABLE XIV 
STAFF MllUBERS RESPONSIBLE FOR COUNSELING .TUNIOR COLLEGE SECRETARIAL STUDENTS 
IN EACH OF SEVERAL COUNSELING SITUATIONS 
.. 
Dean Registrar Guidance Head of Business 
Situa.Ucm. Counselor Department 
No ~ Rank No % Rank No. cg- Rank No. -~ Rank 
Choice betweef business eurr cula 25 35 2 12 17 2 27 38 1 20 28 1 
Choice of electives 20 28 3 16 23 1 22 31 2 '14 20 2 
Failure in school 
subjects 42 59 1 7 10 5 19 27 3 4 6 6 
Part-time student 
employment 3 4 5 4 6 6 10 14 4 8 11 4 
Gradua.te placement 2 3 6 10 14 3 7 10 5 12 17 3 
Fbllow-up of' graduates 6 9 4 9 13 4 6 9 6 7 10 5 
Schools reporting staff 
members responsible in 
48 42 49 one or more situations I 55 77 34 59 35 
Schools not reporting 12. ..2.1 .Il. ~ ~ 41 3§. _51. 
Total schools respond-
ing to survey 71 100 71 100 71 100 71 100 
Mean No . of situations 
person is responsible 
for, based on 71 schools 2.1 .82 1.4 1.1 
Range o-6 o-4 o-6 o-6 
i 
Head of' Seere-
tarial Department 
No. ~ Ra.nk 
16 23 1 
15 21 2 
8 11 3.5 
5 7 5 
16 23 1 
5 7 6 
38 54 
li 46 
71 100 
1.1 
0-5 
~ 
0 
TABLm XIV (CONT. ) 
STAFF MEMBERS RESPONSIBLE FOR COUNSELING JUNIOR COLLEGE SIDCREI'ARIAL STUDENI'S 
IN EACH OF SEVERAL COUNSELDU SITUATIONS 
secretarial Depart- ~~J<1.t:!o~J:s ~ne~f~ ~~~og~spgy.ggit Mean no. Ra.nge of 
ment :Ustruct~r ng- BP.e 8E more of persogf persons Situation ers s No. _tf, Rank 
_No ~ Nn dJ. respo~~ e resp~~~~g per so oo __llBr: fe 
Ohoice between 
business curricula 10 14 2.5 70 99 1 1 1.9 o-6 
Choice of electives 11 16 1 68 96 3 4 1.5 D-5 
Failure in school 
subjects g 11 5 69 97 2 3 . 1.3 0-5 
Part-time student 
employment 10 14 2.5 55 77 16 23 .93 D-3 
Graduate placement 9 13 4 56 79 15 21 .94 D-2 
Follow-up of graduates 5 7 6 51 72 20 28 .72 0-2 
Schools reporting staff 
members re~ponsible in 
34 48 one or more situations 
Schools not reporting 11 _5g, 
Total schools respond-
ing to survey 71 100 
Mean No. of situations 
.88 person is responsible 
for, based on 71 schools 
Range o-6 
-
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department, 21 per cent; the head of the business depaM;ment, 20 per cent; 
and the secretarial instructor, 16 per cent. Ninety-six per cen't of 'the 
schools reported at least one individual responsible for counseling students 
in the choice of electives. 
Ninety-seven-ty per cent of 'the schools reported at leas't one individual 
responsible for cormseling secre-tarial studen-ts w1 th regard to failure in 
school subjects. The persons most often reported as being responsible and 
'the per cent of schools reporting each were: the dean, 59 per cen't; the 
guidance counselor, 27 per cent; the head of the secretariel. departmen-t and 
the secretarial departmen-t instructor, 11 per cent; the registrar, 10 per 
cent; and the head of 'the business department, 6 per cent. 
Seventy-seven per cent of the schools reported at least one individual 
responsible :for placing secretarial students in part-time employment. staff 
members reported responsible and the per cent of schools reporting each were: 
the guidance counselor a.nd the secretarial department instructor, both 14 
per cent; the head of the business department, 11 per cent; the head of the 
secretarial department, 7 per eent; the registrar, 6 per cent; a.nd the dean, 
4 per eent. Staff members not listed in the questionnaire but mentioned by 
some schools as being responsible for part-time student employment were: 
the placement officer, 7 per eent; a.nd the co-ordiiiB.tor, 4 per eent. The 
figures indicated that the junior college was divided in opinion as to who 
should be responsible for the placing of students in part-time employment. 
The persons most often reported as being responsible for the graduate 
placement of secretarie.l. students and the per cent of school.s reporting each 
were a the head of the secretarie.l. department, 23 per cent; the head of the 
business department, 17 per cent; the registrar, 14 per cent; the secretarial 
department instructor, 13 per cent; the guidance counselor, 10 per cent; and 
42 
the dean, 3 per cent. The placement officer was reported responsible by 
10 per cent of the schools, and the co-ordinator was reported responsible 
by 4 per cent of the schools. Seventy-nine per cent of the schools 
reported that at least one person was responsible for the placement of 
secretarial department graduates. 
In following up secretarial department graduates, the persons most 
Often reported as being responsible for this service and the per cent of 
schools reporting each were: the registrar, 13 per cent; the head of the 
business department, 10 per cent; the dean and the guidance counselor, 
both 9 per cent; and the head of the secretarial department and the secre-
tarial department instructor, both 7 per cent. The alumni office was 
reported responsible for follow-up in 10 per cent of the schools; the 
co-ordinator, 6 per cent; the placement bureau, 4 per cent; and the presi-
dent, 3 per cent. At least one staff member was reported responsible for 
the follow-up of secretarial graduates in 72 per cent of the schools. 
This data wa.s also a.na.lyzed according to the individual counseling 
situations in which each functionary was most often reported responsible. 
In 59 per cent of the schools the dean was reported responsible for 
counseling students with regard to failure in school subjects, 1n 28 per cent 
he was responsible for counseling students in their choice of electives, 
and in 35 per cent he was responsible for counseling students in their choice 
between business curricula. Seventy-seven per cent of the schools reported 
that the dean was responsible for at least one counseling situation. 
The registrar was reported responsible for counseling students with 
regard to choice of electives in 23 per cent of the schools; he was 
reported responsible for advising them in their choice between business 
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curricula in 17 per cent; and he was reported responsible for graduate 
placement in 14 per cent. The registrar was reported responsible for at 
least one counseling situation in 48 per cent of the schools responding to 
the survey. 
The guidance counselor was reported responsible for counseling students 
in the choice between business curricula in 38 per cent of the schools. He 
was responsible for advising students in the choice of electives in 31 per 
cent of the schools, and in counseling them in the failure in school subjects 
in 27 per cent of the schools. The fact that only 29 per cent of the schools 
reported a fUll-time guidance counselor indicates that the guidance counselor 
in question may be another fUnctionary whose guidance duties are incidental 
to other staff duties. In 59 per cent of the schools the guidance counselor 
was reported responsible for counseling students in at least one counseling 
situation. 
Forty-nine per cent of the schools reported the head of the business 
department responsible for at least one counseling situation. He was 
reported responsible for counseling students in the choice between business 
curricula in 28 per cent of the schools , for counseling students in the 
choice of electives in 20 per cent of the schools, and for graduate place-
ment in 17 per cent of the schools. 
The situations in which the head of the secretarial department was most 
often reported responsible were: graduate placement and advising students 
in the choice between business curricula in 23 per cent; and counseling stu-
dent in the choice of electives, 21 per cent. The head of the secretarial 
department was reported responsible for one or more counseling situations 
in 54 per cent of the schools. 
The counseling situations in which the secretarial department 
instructor was most often reported as being responsible and the per cent 
of schools reporting each were: counseling students in the choice of 
electives, 16 per cent; assisting them in part-time student employment, 
14 per cent, and advising the students in the choice between business curri-
cula, 14 per cent. It was surprising that only 11 per cent of the schools 
reported the secretarial department instructor responsible for helping stu-
dents with regard to failure in school subjects. Fbrty-eight per cent of 
the schools reported the secretarial instructor responsible for at least one 
counseling situation. 
In regard to the mean number of different situations in whi ch each 
staff member was r esponsible for counseling, the dean ranked first, being 
reported responsible for counseling in a mean of 2.1 areas foll owed by 
the guidance counselor in a mean of 1.4 areas. The head of the secretarial 
department and the head of the business department followed, both reported 
responsible for counseling in a mean of 1.1 areas. 
As sistance !.llh, Problems 2! Adjustment ~ Grac;luates 1 First Posi tiona. 
The s chools were asked to report whether or not they assisted graduates with 
problems of adjustment in their first positions. Sixty-two, or 87 per cent, 
of the schools responded to the question. Fbrty-two schools , or 59 per cent, 
reported giving graduates assistance in their first positions while 20 
schools, or 28 per cent, reported giving no assistance. The types of assis-
tance offered and the per cent of schools reporting each were: advice, 
39 per cent; evening school and refresher courses, 11 per cent; consultations 
with graduates and employers, 9 per cent. Nine, or 13 per cent, of the 
schools _did not reply to the question. The results have been tabulated in 
Table XV. 
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TABLE XV 
TYPES OF ASSISTANCE GIVEN GRADUATES 
WITH PROBLEMS OF ADJU~MENI' IN FIRS!' POSITIONS. 
Number Per Cent 
Types of Assistance of Schools of Schools 
Advice 28 39 
Evening school and refresher courses g 11 
Consultation with graduate and employer 6 9 
Schools responding to the question 42 59 
Schools not responding to the question ~ !G. 
Total schools responding to the survey 71 100 
Placement and Follow-up Services 
As has been stated, if a school is to give vocational training, it 
must also assume some responsibility for placement. The schools were, 
therefore, asked to report what types of placement services were provided 
for secretarial students and which members of the staff were responsible 
for this service. The schools were also asked to report the methods used 
in conducting follow-up studies, the number of years after graduation that 
studies were made, and the recency of such studies. 
Placement Services Provided m Secretarial Students. Fifty-eight 
schools, or 82 per cent, reported that they provided at least one placement 
service for secretarial students. Thirteen schools, or 18 per cent, did not 
respond to the question. The findings have been summarized in Table XVI. 
The types of services offered most frequently and the per cent of 
schools reporting each were& part-time employment, 59 per cent; placement 
TABLE XVI 
PLACDJENT SERVICES PROVIDED FOR SECRETI'ARIAL STUDENTS 
Placement Services 
Placement of students in part-time 
employment 
Placement of graduates any time 
Placement of all graduating students in 
initial employment 
Placement of only those graduates who meet 
specific standards 
Placement of drop-outs 
Schools reporting one or more placement 
services 
Schools reporting no placement services 
Total schools responding to survey 
Number 
of Schools 
42 
33 
29 
21 
16 
Per Cent 
of Schools 
59 
46 
41 
30 
23 
82 
!§. 
100 
Mean number of placement services provided per school, based on 71 
schoolsa 2; range: o-4 
of graduates any time, 46 per cent; placement of graduates in ini tiaJ. 
employment, 41 per cent; placement of only those graduates meeting car-
tain standards, 30 per cent; and placement of drop-outs, 23 per cent. 
It is interesting to note that Table XIV shows 77 per cent of the schools 
reporting one or more persons responsible for part-time student employment 
while Table XVI shows only 59 per cent of the schools reporting part-time 
employment placement service. This discrepancy may be due to the fact that 
many schools do not make part-time employment a part of their fonnal place-
ment program, but the secretarial teacher in these schools is perhaps often 
asked by businessmen to recommend one of the students for part-time employment. 
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Seventy-one per cent of the schools reported placing all their 
graduates in initial employment or all graduates meeting certain standards. 
This would indicate that the junior college was attempting to meet its 
placement responsibilities. 
As was perilaps to be expected, the placement of drop-outs was the 
service reported by the smallest percentage, 23 per cent. However, the 
fact that this responsibility had been recognized by one-fourth of the 
schools was encouraging. 
The mean number of placement services provided per school, based on 
71 schools, was two, and the number of services reported per school ranged 
from none to four. 
Persons ~Charge 2!. Placement 2!. Secretarial Students. The responses 
to this question, tabulated in Table XVII, indicated that the head of the 
secret ari al department was primarily responsible for the placement of secre-
tarial students, being reported as responsible by 21 schools, or 30 per cent. 
The head of the business department ranked second, beiilg reported responsible 
by 20 per cent of the schools. In schools where the head of the business 
department was reported responsible f or the placement of secretarial students 
there may be no division between business and secretarial departments, and, 
t herefore, the head of the business department was also the head of the secre-
tarial department. Other staff members reported responsible for the placement 
of secretarial students and the per cent of schools reporting each were: 
registrar, 16 per cent; secretarial department instructor, 13 per cent; gui-
dance counselor and placement director, both 11 per cent; and the entire 
secretarial department faculty, 9 per cent. 
The mean number of persons reported responsible for placement services 
per s chool, based on 71 schools, was 1.5, and the number of persons reported 
responsible per school ranged from none to four. 
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TABLE XVII 
PERSONS RESPONSIBLE FOR THE PLACJlMENT OF 
SECRNI'ARIAL STODENTS 
Persons 
Head of S@cretarial department 
Head of business department 
Registrar 
Specially appointed member of secretarial 
department faculty 
Guidance Counselor 
Full-time placement director 
Entire secretarial department faculty 
Other 
Schools reporting one or more persons 
responsible for placement 
SChools reporting no person responsible 
for placement 
Total schools responding to survey 
Number 
of schools 
21 
14 
11 
9 
g 
g 
6 
g 
71 
Per Cent 
of Schools 
30 
20 
16 
13 
11 
11 
9 
11 
97 
100 
Mean number of persons responsible for placement per school, based on 
71 schools, 1.5; range: o-4. 
Persons reported responsible for placement but not listed in the 
check list and the per cent of schools reporting each were as follows: 
dean, 3 per cent; co-ordinator, 3 per cent; president, 3 per cent; part-
time placement director, one per cent; and the head of the alumni office, 
one per cent. 
The findings i ndicated that placement services were handled by staff 
members as incidental to their other duties. 
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Methode ~ 1!1 Conducting Follow-up Studies. Forty-nine schools, 
or 69 per cent, reported using at least one method of conducting follow-up 
studies. The methods used most commonly and the per cent of schools report-
ing each were: questionnaire or check list, 56 per cent; personal interview, 
32 per cent; and telephone, 23 per cent. Other methods reported and the 
percentage of schools using each were: alumni publications and meetings, 
3 per cent; letters to business organizations, 3 per cent; and personal 
inquiry through friends, one per cent. The results have been tabulated in 
Table xvrn. 
TABLE XVIII 
ME!'HODS USED IN CONDUCTING FOLLOW-uP STUDIES 
Number Per Cent 
Methods of Schools of Schools 
QUestionnaire or Check List 4o 56 
Personal Interview 23 32 
Telephone 16 23 
Other 5 7 
Schools reporting one or more methods 49 69 
Schools reporting no methods ~ ...ll. 
Total schools responding to survey 71 100 
Mean number of methods used per schools, based on 71 schools: 1.2 
Range& o-4 
Eight schools answered the question by definitely stating that no 
follow-up studies were made. Fourteen schools omitted the quee~ion. It 
seemed reasonable to assume that this number did not conduct follow-up studies 
either. The fact that nearly one-third of the schools reported no methode 
used in conducting follow-up studies indicated that the follow-up phase was 
the weakest in the vocational guidance program. 
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The mean number of methode of conducting follow-up studies reported 
per school, based on 71 schools, was 1.2, and the number of methods used 
per school ranged from none to four. The figures indicated that those 
schools which reported conducting follow-up studies used a combination of 
methods. 
Number 2! Years a.:tter Gra.duation in Which Follow-up studies .!!u. Ua.de. 
Sixty-nine per cent of the schools reported using definite follow-up methods, 
but only 36 schools, or 51 per cent, responded to the question relative to the 
number of years after graduation 1n which follow-up studies were conducted. 
The findings would indicate that many of the schools had no definite follow-up 
program but conducted their follow-up studies info:nnally. Table III BUIIDllarizes 
the findings. 
TABLm xn: 
NUMBER OF YEARS AFTER GRADUATION 
IN WHICH FOLLOW-UP STUDIES WERE OONDUOTEJD 
Number Per Oent 
Number of Years of Schools of Schools 
1 15 21 
Oontinuous 8 11 
2 5 7 
3 4 6 
5 4 6 
Schools reporting follow-up studies 36 51 
Schools reporting no follow-up studies 
.35. ~ 
Total schools responding to survey 71 100 
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The number of years after graduation in which follow-up studies were 
conducted and the per cent of schools reporting each were as follows& 
21 per cent of the schools reported conducting follow-up studies one year 
after graduation, 11 per cent reported conducting the follow-up studies eon-
tinuously, a.nd 7 per cent reported conducting the studies two years after 
graduation. 
Beceney 2! Follow-up Studies. Many schools might have conducted follow-
up studies without having any definite program. A question was therefore 
inserted in the cheek list to determine the recency of such follow-up studies. 
Thirty-eight schools, or 54 per cent, responded to the question. The most 
recent years in which follow-up studies were made and the per cent of schools 
reporting each were summarized in Table XI and were as follows& 1949, 19 
schools, or 27 per cent; 1948, 8 schools, or 11 per cent; and 1947, 4 schools , 
or 6 per cent. Follow-up studies made in a.ny other previous year were 
reported by less than 5 per cent of the respondents. 
TABLE XX 
:RECENCY OF :roLLOW-UP STODIES 
Number Per Cent 
Years of Schools of Schools 
1949 19 27 
1948 8 11 
1947 4 6 
1950 2 3 
1945 2 3 
1943 2 3 
19~ 1 1 
Schools reporting follow-up 38 54 
Schools reporting no follow-up li 46 
Total schools responding to survey 71 100 
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Two schools reported that follow-up studies were being conducted for 
the first time this year. Thirty-three schools, or 47 per cent, reported that 
follow-up studies had been made within the last three years. The figures 
indicated that the follow-up studies Which have been made were, for the most 
part, current and likely to be worth while. 
Impedimenta to Providing Better 
Vocational Guidance Services for Secretarial Students 
The schools were asked to cheek any of the impedimenta which were 
listed in the cheek list which prevented their providing better guidance 
services for secretarial students and to freely comment on their guidance 
problems in general. 
Thirty-six schools, or 51 per cent, responding to the survey reported 
53 
that the administrative policy of admitting all students to secretarial courses, 
regardless of aptitude, was the greatest impediment to providing better gui-
dance services to secretarial students. This result was not surprising since 
this situation has always been one about which business teachers and authori-
ties have complained for years. The findings indicate that not a great deal 
has been accomplished in acquainting administrators with the importance of 
admitting to secretarial courses only students who are potentially able to 
handle the duties of the positions for which they are being trained. 
Other impediments listed and the per cent of schools reporting each 
were: teachers too busy for guidance duties, 34 per cent; lack of 
co-ordination of guidance services, 20 per cent; teachers lack knowledge of 
guidance and lack of guidance testing program, both 17 per cent; and lack of 
adequate records upon which to base counseling, 6 per cent. The results have 
been tabulated in Table XII. 
TABLE XII 
IMPEDIMENI'S TO PROVIDING Bml'l'ER GUIDANCE 
SERVICES TO SECRETARIAL STUDENTS 
Impediments 
Administrative policy of admitting all 
students, regardless of aptitude 
Teachers too busy for guidance duties 
Lack of co-or.dination of guidance services 
Teachers lack knowledge of guidance 
Lack of guidance testing program 
Inadequate records upon which to base 
counseling 
Other 
Schools responding to question 
Schools not responding to question 
Total schools responding to survey 
NUmber Per Cent 
of Schools of Schools 
36 51 
24 34 
14 20 
12 17 
12 17 
4 6 
18 25 
63 89 
...§. 
..11. 
71 100 
Mean number of impediments reported per school, based on 71 schools: 1.4 
Ranges o-6 
A most encouraging finding was that of the 11 schools responding to 
the survey, not one reported that its guidance services were hampered by 
an Ull.favorable attitude toward guidance on the part of the school. Three 
schools, or 4 per cent, reported no impediments to providing better guidance 
services to secretarial students. Eight schools, or 11 per cent, did not 
respond to the question. Whether this m98.Ilt that the schools did not have 
any guidance problems or that they were reluctant to report thEm could not 
be determined. 
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Other impediments mentioned by the schools, but not included in the 
check list, and the per cent of schools reporting each were: lack of time, 
6 per cent; poor study habits, 6 per cent; distance from job location, 
4 per cent; family insistence for vocations, 4 per cent; inadequate follow-up 
program, 4 per cent; and keeping students in school, one per cent. 
Asked to comment on the major guidance problems existing in the 
secretarial department, some of the respondents replied as follows: 
Our greatest problem is the old idea that secretarial 
work is something that anyone can do. 
Our major problem is overcoming the insistence for 
secretarial training on the part of the family in cases 
where the student does not possess the aptitude for it. 
Our students cane from all over the United States as 
well as from foreign countries. We have no idea what kind 
of jobs exist in places where they will seek employment. 
Another problem is that admission to the secretarial depart-
ment is not based on aptitude for any particular subject. 
Many of our students lack a good general background, 
causing poor reading, grammar, and spelling habits, which 
make transcription difficult. 
One instructor is given a. list of students to whom he 
is an advisor. Many times these students are never seen by 
the instructor unless called in for conferences. The only 
information ever given to the advisor is scholastic and health 
records, and the results of the I.Q. test. 
Poor English backgrounds cause the greatest difficulty. 
As this is a. public school, we can only urge that students with 
little aptitude not register for Shorthand; however, if a. stu-
dent is a. high school graduate, he may enroll. 
Our difficulty is lack of experienced and trained guidance 
personnel. 
We have no full-time guidance officer. The instructors 
try to give individual help and are responsible for counselling 
between 25-4o students, in addition to carrying full-time 
teaching schedules of 25 hours per week. 
The mean number of problems reported per school, based on 71 schools, 
was 1.4, and the number of different problema reported per school ranged from 
none to six. 
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CHAPTER V 
SUMMARY, CONCLUSIONS, AND REOO~~ATIONS 
Summary and Conclusions 
The purpose of this study was to determine the extent of vocational 
guidance services available in the secretarial departments of junior colleges 
throughout the country with enrollments of between 100 and 1000 students. 
The following subordinate problems were emphasized in the study; 
1. To determine the nature and organization of 
guidance services available to junior college students 
enrolled in the secretarial department 
2. To determine the provisions made by junior colleges 
in co-operation with secondary schools for pre-matriculation 
guidance 
3. To determine the policies and practices followed 
by junior colleges regarding the organization of vocational 
courses and the admittance of students to these courses 
4. To determine the procedures used in the counseling, 
placement, and follow""llp of students in the secretarial 
program 
5. To study the problems which impede the institution 
of better guidance services for secretarial students 
A four-page cheek list was sent to the 120 junior colleges throughout 
the country offering a secretarial course and having an enrollment of between 
100 and 1000 students. Seventy-one schools, or 59 per cent, responded to 
the questionnaire. The most important findings of the study were as 
follows: 
Organization of Guidance Services 
l. Seventy-one per cent of the junior colleges in the country 
offering a secretarial course and having an enrollment of between 100 and 
1000 students reported the existence of a vocational guidance program. 
An additional 7 per cent reported that a project was under way for the 
institution of such a program next F.all. 
2. · The existence of a full-time guidance counselor was reported by 
only 41 per cent of the schools replying to the questionnaire. Tnis figure 
indicates that guidance services are still incidental to the major duties 
of staff members of the junior college faculty. 
Pre-matriculation Guidance Services 
1. Ninety-six per cent of the respondents to the questionnaire reported 
that they offered at least one pre-matriculation guidance service. The 
number of services provided per school ranged from one to nine, and the 
mean number of services reported per school was 4.7. The findings indicate 
that the junior college is eo-operating with the secondary school with 
respect to vocational guidance. 
2. The most common methods of providing pre-matriculation guidance 
were found to be through distributing college catalogs to the high schools, 
providing speakers for high school assembly programs, and planning visiting 
days on campus for high school students. 
Organization of Vocational Courses and 
Admittance of Students to these Courses 
1. Vocational Shorthand was the subject for which the most predictive 
factors were used, the number of criteria used ranging from none to nine. 
Bookkeeping, typewriting, and office machines followed in that order in 
the use of predictive factors. 
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2. General scholastic average in high school and the results of 
I.Q. tests ranked high as predictive factors in shorthand, typewriting, 
and bookkeeping. High school vocational course marks ranked high as pre-
dictive factors for the same vocational course in the junior college. 
Try-out courses ranked low as a predictive factor in all subjects. 
3. Sixty-two per cent of the schools reported the use of at least one 
interest or aptitude test as an aid in guiding students desiring to take 
vocational business subjects. The mean number of tests used per school was 
1.4, and the number of tests used per school ranged from none to five. 
4. Nearly half of the schools responding to the survey reported 
administering the Kuder Preference Record to secretarial students. Other 
tests reported used in the order of frequency were the Strong Vocational 
Interest Test, the Minnesota Vocational Test for Clerical Workers, and the 
Turse Shorthand Aptitude Test. All other testa were used by fewer than 
10 per cent of the schools. 
5. Ninety-three per cent of the schools reported that students in 
vocational courses remained in the same class for a full semester regardless 
of progress. 
6. Only 56 per cent of the schools responded to the question regarding 
the basis for admission to special secretarial curricula. Forty-seven per 
cent reported that students were allowed absolute freedom in choosing any 
special secretarial curriculum. Four per cent reported limiting enrollment 
in each curriculum to placement possibilities, and 4 per cent based enroll-
ment on probable success in the field. 
1. Concerning policies followed with regard to students' failure in 
vocational courses, 63 per cent of the schools allowed the students to 
repeat a vocational course which they had failed, 16 per cent required 
58 
students to repeat the course, and 9 per cent refused to allow students 
to repeat the course. Twenty-seven per cent reported allowing the alterna-
tive of permitting the student to repeat the course or allowing the student 
to transfer to another curriculum. Seventy-nine per cent of the schools 
required or allowed failing students to repeat a vocational course for which 
they showed little aptitude. 
8. Fifty-nine per cent of the schools reported that advanced standing 
was granted in vocational courses. Twenty-seven per cent reported that 
advanced standing was withheld. Thirteen per cent did not respond to the 
question. The three criteria reported used in the order of frequency were: 
high school marks in vocational subject, placement tests, and try-out course. 
9. Training in applying for and securing employment, courteous and 
co-operative work habits, and personality training in general were provided 
by over 70 per cent of the schools. 
Counseling, Placement, and Follow-up 
1. In schools reporting the existence of fUll-time guidance counselors, 
the counselors were reported primarily responsible for advising students in 
the choice of electives, choice between business curricula, and failure in 
school subjects. In schools not having f'ull-time guidance counselors the 
dean was primarily responsible for counseling in these areas. 
2. Eighty-two per cent of the schools reported they provided at least 
one placement service for secretarial students, but no specific staff member 
was reported responsible for any type of placement service by more than 
half of the schools. 
3. The secretarial department instructor and the guidance counselor 
were found to be primarily responsible for part-time student employment, 
while the head of the secretarial department and the head of the business 
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department were primarily responsible for graduate placement. The findings 
indicated that full-time placement bureaus were maintained by leas than 
10 per cent of the schools. 
4. Sixty-nine per cent of the schools responding to the questionnaire 
reported using at least one method of conducting follow-up studies. 
Thirty-one per cent of the schools did not respond to the question. The 
mean number of methods used per school was 1.2 , and the number of methode 
used per school ranged from none to four. 
5. Only 47 per cent of the schools reported that follow-up studies had 
been made within the last three years, indicating that over half of the 
junior colleges do not have an active follow-up program. 
6. The registrar and the alumni office were primarily responsible for 
the follow-up of secretarial students. 
1. Of all staff members, the person reported by the largest percentage 
of the schools as being responsible for the counseling of secretarial stu-
dents in one or more situations was the dean, reported by 77 per cent of the 
schools, followed by the guidance counselor in 59 per cent of the schools , 
and the head of the secretarial department in 54 per cent of the schools. 
8. Regarding the mean number of different situations in which each staff 
member was responsible for counseling secretarial students, the de~ ranked 
first, being reported responsible in a mean of 2.1 situations, followed by 
the guidance counselor in a mean of 1.4 situations. 
9. In only one counseling situation was any staff member reported 
responsible by more than half of the schools. The dean was reported responsible 
for advising students failing in school subjects in 59 per cent of the schools. 
Impediments to Providing Better Vocational Guidance Services 
1. Fifty-one per cent of the schools responding to the survey 
reported that the administrative policy of admitting all students to secre-
tarial courses regardless of aptitude was the greatest impediment to pro-
viding better guidance services for secretarial students. The figures 
indicate that not a great deal has been accomplished in impressing upon 
administrators the importance of admitting to secretarial courses only those 
students who are potentially capable of performing the duties of the posi-
tions for wh'ch they are being trained. 
Second in rank was the opinion that teachers were too busy for 
guidance duties, followed by the opinion that guidance services were lack-
ing in co-ordination. Only four per cent of the schools reported no impedi-
ments to better guidance services. 
2. Not one respondent reported that its guidance services were 
hindered by an unfavorable attitude toward guidance on the part of the 
school. 
Recommendations 
The findings of the survey indicate that the following improvements 
need to be made b afore vocational guidance for junior college secretarial 
students can be considered adequate: 
1. .Tunior college secretarial departments should institute the 
policy of admitting to vocational secretarial courses only those students 
whose interest and aptitude for the course have been determined on some 
reasonably sound basis. 
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2. Once students have shown they have low aptitude for secretarial 
sub j ects, they should be immediately t:re.nsferred to some other phase of 
business training which would better meet their ability level , or they 
should be transferred to another department. 
3. Full-time guidance counselors should be available in the junior 
college as more than one-third of the schools stated that teachers were too 
busy for gui dance duties. 
4. More foll ow-up studies should be conducted by the junior colleges 
in order that curriculums may be revised to better meet the needs of busi-
ness. 
2 
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APP:BINDII 
APPENDIX A 
JUNIOR COLLEGES TO WHICH CHECK LISTS WERE SENT 
School 
Anderson College 
Antelope Valley Junior College 
Austin Junior College 
Averett College 
Baltimore, University of, Junior College 
Bay City Junior College 
Beeker ~unior College 
Bennett Junior College 
Bethel Women's College 
Bismarck ~unior College 
Bluefield College 
Boise Junior College 
Brevard College 
Brewton-Parker Junior College 
Briarcliff Junior College 
Burlington Junior College 
Campbellsville College 
Casper Junior College 
Cazenovia Junior College 
Central Junior College 
Centralia Township Junior College 
Chanute Junior College 
Chevy Chase Junior College 
Citrus Junior College 
Clark College 
Coffeyville Junior College 
Connecticut, University of, Junior College 
Custer County Junior College 
Dearborn Junior College 
Devils Lake Junior College 
Dodge City Junior College 
East Central Junior College 
Edgewood Junior College 
Edinburg Junior College 
Endicott Junior College 
Finch Junior College 
Georgetown Visitation Junior College 
Gila Junior College 
Gogebic Junior College 
Graceland College 
Grand Rapids Junior College 
Grays Harbor College 
Green Mountain Junior College 
Greenbrier College 
Hannibal-La Grange College 
Location 
Anderson, South Carolina 
Lancaster, California 
Austin, Minnesota 
Danville, Virginia 
Baltimore, Maryland 
Bay City, Michigan 
Worcester, Massachusetts 
Millbrook, New York 
Hopkinsville, Kentucky 
Bismarck, North Dakota 
Bluefield, Virginia 
Boise, Idaho 
Brevard, North Carolina 
Mt. Vernon, Georgia 
Briarcliff Manor, New York 
Burlington, Iowa 
Campbellsville, Kentucky 
Casper, Wyoming 
Cazenovia, New York 
El Centro, California 
Centralia, nlinois 
Chanute, Kansas 
Washington, D. C. 
Azusa-Glendora, California 
Vancouver, Washington 
Coffeyville, Kansas 
Bridgeport, Connecticut 
Miles City, Montana 
Dearborn, Michigan 
Devils Lake, North Dakota 
Dodge City, Kansas 
Decatur, Mississippi 
Barrington, Rhode Island 
Edinburg, Texas 
Beverly, Massachusetts 
New York, New York 
Washington, D. C. 
Thatcher, Arizona 
Ironwood, Michigan 
Lamoni, Iowa 
Grand Papids, Michigan 
Aberdeen, Washington 
Poultney, Vermont 
Lewisburg, West Virginia 
Hannibal, Missouri 
School 
Hartnell College 
Hershey Junior College 
Hibbing Junior College 
Hillyer College 
Holmes J"unior College 
Immaculata Junior College 
Independence Junior College 
Itasca Junior College 
Jackson Junior College 
Keystone Junior College 
La Junta Junior College 
Lemar College 
Larson College 
Lasell Junior College 
Lee Junior College 
Lees Junior College 
Lincoln Junior College 
Lon Morris College 
Los Angeles Pacific College 
Lower Columbia Junior College 
Lycoming College 
Lyons TOwnship Junior College 
Marjorie Webster Junior College 
Martin College 
Mesa County Junior College 
Middle Georgia College 
Mitchell College 
Moberly Junior College 
Morgan Park Junior College 
Monmouth Junior College 
Mt. Aloysius Junior College 
Mt. Mercy Junior College 
Mt. San Antonio College 
Mt. Vernon Junior College 
Napa Junior College 
New London Junior College 
Norman Junior College 
North Idaho Junior College 
Northern Oklahoma Junior College 
Olympic Junior College 
Orlando Junior College 
Palm Beach Junior College 
Palomar College 
Penn Hall 
Pfeiffer Junior College 
Presbyterian Junior College 
Pueblo Junior College 
Roberts Junior College 
Saint Mary 1 s Seminary Junior College 
San Luis Obispo Jupior College 
Santa Ana Junior College 
Location . 
Salinas, California 
Hershey, Pennsylvania 
Hibbing, Minnesota 
Hartford, Connecticut 
Goodman, Mississippi 
Washington, D. C. 
Independence, Kansas 
Coleraine, Minnesota 
Jackson, Michigan 
I.e Plume, Pennsylvania 
La Junta, Colorado 
Beaumont, Texas 
Hamden, Connecticut 
Auburndale, Massachusetts 
Goose Creek, Texas 
Jackson, Kentucky 
Kansas City, Missouri 
Jacksonville, Texas 
Los Angeles, California 
Longview, Washington 
Williamsport, Pennsylvania 
La Grange, Illinois 
Washington, D. C. 
Palaski, Tennessee 
Grand Junction, Colorado 
Cochran, Georgia 
Statesville, North Carolina 
Moberly, Missouri 
Chicago, Illinois 
Long Branch, New Jersey 
Cresson, Pennsylvania 
Cedar Rapids, Iowa 
Pomona, California 
Washington, D. C. 
Napa, California 
New London, Connecticut 
Noman Park, Georgia 
Coeur d 1Alene, Idaho 
Tonkawa, Oklahoma 
Bremerton, Washington 
Orlando, Florida 
West Palm Beach, Florida 
Vista, California 
Chambersburg, Pennsylvania 
Miseilheimer, North Carolina 
Maxton, North Carolina 
Pueblo, Colorado 
North Chili, New York 
St. Mary's City, Maryland 
San Luis Obispo, California 
Santa Ana, California 
School 
Santa Barbara Junior College 
Sa.nta Rosa Junior College 
Scottsbluff J'unior College 
Sheldon J'unior College 
Shenandoah College 
Southern Seminary and Junior College 
Southwest Baptist College 
Southwest Mississippi Junior College 
Southwestern Junior College 
Spartanburg Junior College 
SUe Bennett College 
SUllins College 
SUomi College 
Taft Junior College 
Opland College 
Virginia J'unior College 
Walker Junior College 
Walter Hervey Junior College 
Wesley Junior College 
Westbrook Seminary a.nd Junior College 
Wllliem Woods College 
Wilmington College 
Worthington J'unior College 
Yuba College 
Location 
Santa Barbara, California 
Santa Rose., California 
Scottsbluff, NebraSka 
Sheldon, Iowa 
Dayton, Virginia 
Buena Vista, Virginia 
Bolivar, Mississippi 
Summit, Mississippi 
Keene, Texas 
Spartanburg, South Caroline. 
London, Kentucky 
Bristol, Virginia 
Hs.neock, Michigan 
Ta:f't, California. 
Opland, California 
Virginia, Minnesota 
Jasper, Alabama 
New York, New York 
Dover, Delaware 
Portland, Maine 
11\llton, Missouri 
Wilmington, North Caroline. 
Worthington, Minnesota. 
Marysville, California 
APPENDIX B 
JUNIOR COLLIDES Rl!Yl'ORNING CHECK LisrS 
Sehool 
Antelope Valley ~unior College 
Baltimore, University of, ~unior College 
Bay City ~unior College 
Beeker ~unior College 
Bluefield College 
Boise ~unior College 
Brewton-Parker J"unior College 
Burlington ~unior College 
Oa.sper ~unior College 
Central ~unior College 
Centralia Township ~unior College 
Chanute ~unior College 
Chevy Chase Junior College 
Coffeyville Junior College 
Colby ~unior College 
Conneetieut, University of, Junior College 
Custer County ~unior College 
Devils Lake Junior College 
Dodge City ~unior College 
Edgewood ~unior College 
Endicott ~unior College 
Fineh Junior College 
Gila ~unior College 
Gogebie Junior College 
Graeeland College 
Grand Rapids Junior College 
Grays Harbor College 
Green Mountain Junior College 
Hartnell College 
Hershey Junior College 
Hillyer College 
Immaculata ~unior College 
Independence Junior College 
Itasea Junior College 
Jackson Junior College 
Keystone ~unior College 
La.Junta Junior College 
Lemar College 
Larson College 
Lasell Junior College 
Lees College 
Lincoln Junior College 
I.oeation 
Lancaster, California 
Baltimore, Maryland 
Bay City, Miehige.n 
Wore ester, Massaehusetts 
Bluefield, Virginia 
Boise, Idaho 
Mount Vernon, Georgia. 
Burlington, Iowa 
Casper, Wyoming 
El Centro, California 
Centralia, nlinois 
Chanute, Kansas 
Washington, D. C. 
Coffeyville, Kansas 
New London, New Hampshire 
Bridgeport, Connecticut 
Miles City, Montana 
Devils Le.ke, North Dakota 
Dodge City, Kansas 
Barrington, Rhode Island 
Beverly, Massachusetts 
. New York, New York 
Thatcher, Arizona 
Ironwood, Michigan 
I.smoni, Iowa 
Grand Rapids, Michigan 
Aberdeen, Washington 
Poultney, Vermont 
Salinas, California 
Hershey, Pennsylvania 
Hartford, Connecticut 
Washington, D. C. 
Independence, Kansas 
Coleraine, Minnesota. 
Jackson, Michigan 
LaPlume, Pennsyl va.nia 
LaJunta, Colorado 
Beaumont, Texas 
Hamden, Connecticut 
Auburndale, Massachusetts 
Jackson, Kentucky 
Kansas City , Missouri 
School 
Los Angeles Pacific College 
LycomiDg College 
Lyons Township .Tunior College 
Marjorie Webster .Tunior College 
Mesa County .Tunior College 
Middle Georgia College 
Mitchell College 
Monmouth .Tunior College 
Mt. Mercy .Tunior College 
Mt. Vernon .Tunior College 
Napa J"unior College 
New London J"unior College 
North Idaho .Tunior College 
Northern Oklahoma. .Tunior College 
Orlando .Tunior College 
Penn Hall 
Pueblo .Tunior College 
St. Mary' a Seminary .Tunior College 
San Luis Obispo J"unior College 
Santa. Ana .Tunior College 
Santa Rosa. J'unior College 
Sheldon .Tunior College 
Shenandoah College 
Spartanburg J"unior College 
Taft J'unior College 
Upland College 
Walter Hervey .Tunior College 
Wesley .Tunior College 
William Woods College 
Location 
Los Angeles, California. 
Williamsport, Pennsylvania 
Ie. Grange, nlinoi s 
Washington, D. C. 
Grand J'unction, Colorado 
Cochran, Georgia 
Statesville, North Carolina 
Long Branch, New .Tersey 
Cedar Rapids, Iowa 
Washington, D. C. 
Napa, California 
New London, Connecticut 
Coeur d'Alene, Idaho 
Tonkawa, Oklahoma 
Orlando, Florida. 
Chambersburg, Pennsylvania 
Pueblo, Colorado 
St. Mary' a City, Maryland 
San Luis Obispo, California 
Santa Ana, California 
Santa Rosa., California. 
Sheldon, Iowa 
Dayton, Virginia 
Spartanburg, South Carolina 
Taft, California 
Upland, California 
New York, New York 
Dover, Delaware 
:BUl ton, M1 ssouri 
APPENDII 0 
A Study of Vocational Guidance Services 
in 
Junior College Secretarial Departments 
Name of Junior College 
Location 
------~(~C~it~y~)~----------------------(~s~t-at~e~)~-----------
Number of Students Enrolled in College 
---------------------------------
Number ~f Students Enrolled in the Secretarial and Stenographic Courses 
1. Does your school have a planned program of vocational guidance? Yes No 
2. Do you have any full-time guidance counselors? Yes No 
3. Below are listed suggested pre-matriculation guidance services for providing 
occupational information for high school youth. Please check as many of 
these services as are now being provided by your school. 
4. 
A. Provide speakers for high school assemblies 
---B. Provide speakers for parent-teacher groups 
---c. Provide speakers for career days 
---D. Show vocational guidance films in high schools 
---E. Provide high school occupations classes with bulletins on b1~iness 
occupations 
F. Administer vocational aptitude tests to high school stude~ts 
---G. Distribute college catalog to the high schools 
-H. Distribute guidance issue of college paper to high schoolt 
---I. Send high school teachers curricult~ announcements 
---J. Plan visiting days on campus for high school students 
-H. Other: 
------------------------------------------------
Who performs the guidance 
following situations? 
'?r {;]' /",y :§; o • '?r c/ ;p:s ~ 
.<::)0 /~ro~v\.P.A,~~..J-0 0~0 (oCJ.('y0 0Y...> 
i. ';./ ~-t~ '\' 
I Ao Choice between business curricula , 
I I 
I I ~ 1- B. Choice of electives i J ' c. Failure in school subjects I i" , __
Part-time student -employment I I D. I 
E. Graduate placerr£nt i I "\ 
--
-=F. Follow-uE of graduates ! 
_, ,, 
I 
5. Please check the staterrent which describes the organization of your 
vocational classes. 
A. Students remain in the same class for a full semester 
---B. Students are transferred from class to class as progress warrants 
-2- ~ 
·-$' ·J' (/)Cq 
• 
Please check in the blocks at the right the # ~ (/)Q. 6 ~~ criterion used in guiding students who wish !: ~ ·$ 
0 *' c; to take the vocational courses listed. 
.o/ t:Qoo ~ 
A. No criter~on 
B·. I.Q. 
c. General scholastic average in high school 
D. High school Engl~sh marks 
·-E. High school foreign language marks 
F. High school arithmetic marks 
G. High school shorthand marks 
H. High school typewriting marks 
I. High school bookkeeping marks 
J. Entrance examinations 
K. Interest tests 
L. AEtitude tests 
M. Try-out course 
N. Other: 
7. Check any of the following aptitude or interest test which your Secretarial 
Department administers. 
A. Turse Shorthand Aptitude Test 
---B. Bennett Stenographic Aptitude Test 
----c. ERC Stenographic Aptitude Test 
----D. Detroit Clerical Aptitude Test 
---E. Language Usuage--Differential Aptitude Test 
----F. Hoke Prognostic Test 
----G. Shepherd English Test 
----H. Kuder Preference Record 
----I. Strong Vocational Interest Test 
----J. Minnesota Vocational Test for Clerical Workers 
----K. Other: 
a. If you have special secretarial curricula in your department, such as 
medical, legal, executive, stenographic, etc., do you 
A. Allow students freedom in choosing any curriculum 
---B. Limit enrollment in each curriculum to placement possibilities 
---c.. Other : 
9. Please check the policy which your department follows if a student fails a 
vocational course. 
A. Student is required to repeat the course 
---B. Student may repeat the course 
---c. Student is not allowed to repeat the course 
----De Student transfers to another curriculum 
---E. Student is dropped from the department 
-F. Other: 
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10. Are graduates of high school business courses granted advanced standing in 
your vocational courses? Yes No 
11. If yes 1 how is this a tanding determined? 
12. Please check any of the areas listed below in which instruction is given. 
A. Information .about al~ types of initial business positions 
B. Information about promotional opportunities in business 
C. Training in applying for and securing employment 
D. Personality training 
E. Training in courteous, co - operative work habits 
13. Please check one of the following to indicate the organization of placement 
s6rvices for secretarial students . 
A. No placement service is maintained. 
B. Placement is handled by a full - time placement director . 
0 . Placement is handled by the Registrar . 
D. Placement is handled by a guidance counselor. 
E. Placement is handled by the head of tho business department . 
F . Placement is handled by the head of the secretarial department . 
G. Placement is han~led by a specially appointed member of the 
secretarial department faculty . 
H. Placement is the responsibility of the entire secretarial department 
faculty . 
I . Other: 
14. Please check as many placement services as are available to secretarial 
students. 
A. Placement of all graduating students in initial employment 
B. Placement of graduates at any time 
-c. Placement of only those graduates who meet specific standards 
D. Placement of drop- outs 
E . Placement of students in part- time employment. 
16 . List tho year s when follow-up studies have recently been made. 
16. How many year s after graduation are follow- up studies made? 
17 . What method(s) do you use in conducting follow- up studies? 
A. Questionnaire or Check Lis t 
B. Personal Interview 
C. Telephone 
D. Other : 
-------------------
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18. Do you assist a graduate with problems of adjustment in his/her first 
position? Yes No 
---
19. If yes, what kinds of assistanc~ to you usually offer. 
20. Which of the following problems stand in the way of providing better 
vocational guidance services for secretarial students? 
A. Unfavorable attitude toward guidance on the part of the school 
B. Lack of co-ordination of guidance services 
C. Teachers too busy for guidance duties 
D. Teachers lack knowledge of guidance 
E. Lack of guidance testing program 
F. Inadequate records upon which to base counseling 
G. Administrative policy of admitting all students who wish to take 
secretarial courses, regardless of aptitude 
H. Other: 
21. Please indicate the major guidance problems that exist in your Secretarial 
Department. 
APPENDIX D 
Dear Business Teachert 
24 Oread Street 
Worcester 3, Mass. 
March 4 1 1950 
Under the direction of Professor Lester I. Sluder of Boston 
University, I am conducting a survey of guidance services available 
to secretarial science students on the junior college level. I feel 
sure that you, as a person interested in the secretarial field, will 
be willing to help us find out how junior colleges are handling their 
counseling, placement, and follow-up problems. 
Only through the co-operative efforts of schools throughout the 
country can we hope to develop effective guidance procedures for our 
j~~ior college students. This study will provide valuable guidance 
information to the participating schools. 
The enclosed check list has been arranged for easy checking and 
will require only a few minutes to complete. If some of tho practices 
mentioned in the inquiry form are not now being carried on in your 
department, please do not hesitate to answer as this information will 
be valuable to the report. Your reply will be kept strictly confiden-
tial and will appear in tabulated form only. 
Will you please complete the enc los ed che~k list, slip it into 
the enclosed self-addressed, stamped enve lope , and return it to me 
promptly. I shall certainly appreciate your co-operation and shall 
be glad to send you a copy of the final report if you would like it. 
Sincerely yours, 
enclosures (2) 
APPENDIX m 
FOLWw-UP POSTAL CARD 
March 15, 1950 
Dear Sira 
A short time ago I sent you a cheek list 
concerning vocational guidance practices for 
secretarial students. Upon tabulating the 
returns, I find that I have not as yet received 
a reply from your school. 
I would appreciate it very much if you 
would complete the check list and return it to 
me before Saturday, April 1. If you have mis-
laid it , I shall be glad to send you another. 
Very truly yours, 
(Miss) Marie F. O'Connell 
